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Introduction 

This guide provides step by step instructions for an employee to acknowledge receipt of a new 
performance plan for an NSPS rating cycle.  This needs to be done after your supervisor (the 
rating official) has approved the performance plan in the Performance Appraisal Application and 
has transferred ownership of the plan to you.  This is usually done in conjunction with a 
performance planning conversation between you and your supervisor. 

This guide also provides step by step instructions for the employee initiation/creation of their 
own performance plans.  These steps are provided in the event that the employee initiates their 
own performance plan instead of their supervisor doing this. 

Accessing the Performance Appraisal Application (PAA) 

If you are not familiar with the PAA, you can access it through the CPOL portal.  See the Step by 
Step guide:  Log into CPOL, MyBiz (or My Workplace), and the Performance Appraisal 
Application at this location: http://www.swf.usace.army.mil/swd-
cpac/NSPS/PerfAppraisalResources/MyBiz_MyWorkplace_Step_Guide_Jan07.pdf

The rest of these instructions assume that you have logged into the performance appraisal 
application through My Biz. 

Login Problems 

If you have problems with your login please submit a password reset request for your account 
though the following link: 

http://swf-fs2ftwhr.swf.ds.usace.army.mil/MODERN/Account/ResetPassword.asp
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Acknowledging the Performance Plan 

Follow these steps to acknowledge your new performance plan: 

Step Action 
1 From the “My Plans/Appraisals” screen (displayed when you log into NSPS 

Appraisals (My Biz)), click the “Update” icon (blue pencil): 

2 When the performance plan displays, click on the “Job Objectives” link or scroll 
down until you see the job objectives: 

3 Click on the “View Details” link (blue pencil) next to the first objective (or any 
specific objectives that you want to examine in more detail): 
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4 Each objective is displayed on its own screen; scroll around to see the entire 
objective and associated contributing factors. 

5 When you are done, click either the <Apply and Update Next> button (to go to the 
next objective), or the <Apply> button if you are done reviewing objectives. 
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6 Scroll down to the “Approvals and Acknowledgements” section and click the 
<Acknowledge> button.  This is acknowledging that you have received the 
performance plan. 

7 Finally, click the <Transfer to Rating Official> button at the top or bottom of the 
screen.  On the “Share Appraisal Details with Rating Official” screen, click the 
<Submit> button. 

8 On the “My Plans/Appraisals” screen, you will receive a confirmation message that 
the appraisal has been sent to the rating official, and your update pencil will be 
grayed out since you no longer “own” the appraisal. 

Accessing your Appraisal and Job Objective during the Rating Cycle 

Once your performance plan has been established, you can access and view it any time whether 
you have ownership or not.  From the “My Plans/Appraisals” screen (see illustration with step 8, 
above):

Click on the Details icon to open the appraisal, where you can view the objectives, or 
Click the Print icon, which generates an Adobe Acrobat copy of the entire Performance 
Appraisal form (DD Form 2906) which you can print or save. 
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Employee Creation of their own Performance Plan

There are two approaches to creating a performance plan: 

Your rating official notifies you that he or she would like you to create the 
plan, and you create it. 

Your rating official creates the plan. 

In either case, you and your rating official should have a conversation, or some form 
of communication, regarding expectations for creating and finalizing your 
performance plan. In order to draft your performance plan, you need certain 
information such as the rating cycle start date and your relevant organizational 
mission/strategic goals.  If you do not know this information, make sure you get it 
from your rating official before you begin.  

The typical steps in the performance plan process are as follows. The step covered in 
this section is bold and italicized: 

1. The employee or rating official creates the performance plan and enters draft job 
objectives and contributing factors (the rating official can enter optional weights 
for the job objectives as well). 

2. The employee and rating official edits or adds to the performance plan content as 
needed. This process may involve multiple rounds of editing and transfers between you 
and your rating official before the plan is finalized. 

3. The rating official approves the final job objectives, contributing factors, and optional 
weights for the job objectives. 

4. The employee reviews the performance plan and acknowledges that it was 
communicated to him or her. 

5. The rating official approves the performance plan. 
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Follow these steps to create a performance plan: 

The Go button on the My Plans/Appraisals page 

1. Select the Go button from the My Plans/Appraisals page, next to the Create the 
Performance Plan drop-down menu, to go to the Create Performance Plan: Setup Details
page.

Fields populated on the Create Performance Plan: Setup Details
page with the Next button indicated 
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should be: 21-Jan-2007



The Relevant Organizational Mission/Strategic Goals field and the Add Objectives 

 button on the Create Performance Plan: Overview page 

4. Enter your organization’s goals and mission in the Relevant Organizational 
Mission/Strategic Goals field. 

The text you enter in the Strategic Organizational Mission/Strategic 
Goals field becomes read-only to you after you transfer the appraisal.  

5. Select the Add Objective button to go to the Add Job Objective page. 
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Fields and button options on the Add Objectives page 
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You are allowed 770
characters for your
actual job objective.

You are allowed 2000
characters for your
working version job
objective (not the final
one, but a working copy
that allows you to
narrow down to your
final objective).

Make sure to include
the objective number
in the title!

Start Date should be
21-Jan-2007



7. Complete the page using one of the following options: 

If You… Then…

Want to cancel the 
work that has been 
created so far 

Select the Cancel button. 

Want to apply what 
has been done so far 
and add another job 
objective

Select the Apply and Add Another button. 

Repeat step6. 

Want to continue to 
work on the same 
page or navigate to 
other functions

Select the Save and Continue button. 

Go to Step 8. 

8. Select the Apply button to add all job objectives and go to the Create Performance Plan: 
Overview page. 

The Next button on the Create Performance Plan: Overview page 

9. Select the Next button to go to the Create Performance Plan: Review page. 
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Show and the Transfer to Rating Official button on 
 the Create Performance Plan: Review page 

10. Review information entered on the performance plan. You can review all the 
information you have entered on the performance plan before submitting it to your 
rating official for review and edits. To view a job objective, select Show. To collapse the 
job objective, select Hide. This function is available throughout the application. 

The Job Objectives section with an objective expanded after selecting Show
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11. Select the Transfer to Rating Official button to go to the Share Appraisal Details with 
Rating Official page. 

The Submit button on the Share Appraisal Details with Rating Official page 

12. Enter comments to your rating official in the Notification Message for Rating 
Official field. Your message will show up in your rating official's Notifications tab. 

13. Select the Submit button to send the performance plan to your rating official and go to 
the My Plans/Appraisals page. 

 The My Plans/Appraisals page 

Congratulations!
You have just created the performance plan and entered draft job 
objectives and contributing factors. It is now transferred to your rating 
official for his or her review. 
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Icon Description 

Selecting the Details icon displays a different set of read-only 
information depending on the screen on which it is located. You 
can view the appraisal for information only up to the last sharing 
point.

The highlighted pencil under the Update column indicates that 
you have ownership of the appraisal.

The grayed-out pencil under the Update column indicates that the 
rating official has ownership of the appraisal.  

The highlighted trash can under the Delete column indicates that 
the appraisal can be removed permanently from the system. 

The grayed-out trash can under the Delete column indicates that 
the appraisal cannot be removed from the system. 

Selecting the Print icon allows you to print the form with 
completed information. At this time, only the performance plan 
will be printed and only approved job objectives will appear on the 
form.
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